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1. g_w%; To eonduct & survey of the ﬁ{m Manngenent Progran
and to prepave Records Control end Vitsl Meteriale Deposit Schedules In the
Covert Action Biasff of IEDP.

2; 5j’
audit of a, ¥ neeo
the CA Btalf, and
of the following:

cmnd .&t the request of Chief of Bupport, en
e Menogement progren wns conducted by ot
of the Mavagement Staff. The sudlt consisted

8. 4 survey which included compiling on inventory of the records
holdings in the CA Btaff and odbtaining informetion frow responsible
officinls s to the use and value of each category of its recorde.
From these facte, the apalysts prepared records control schedules--
master plans Tor the retention, vetiresment snd disposition of Blalf
records. These plans were discuseed with, and concurred in, by the
ecomponent chiefs.

b. In sddition, Vital Materizls Depoalt Schedules, in accordsence
wit were spproved by the Chief of Suppord, the DDP Records
Honapanent icer, and the Chief of ihe Managewent Staff. The Covert
Action Staff Vital Materisls Deposit Schedule wme Torwarded to the
Yitsl Materials Repository on 21 April 1960.

3. Findings.

a, "he Records Coptrol Schedule indicates that the records
holdings of the Staff total 779 ocuble feet, catesgorized Into 153
separate record serles. Of these 153 individual record series,
29 or 19¢ have been ldentified as “Permenent”, and 12h or 81%
ag "Temporary.”

Hote: TFor the purpose of this Records Comtrol Schedule,
the terms "Persanent” and "Clanfestine Services Recorde Materials"
sTe Synonyzous as are "Temporary” and "Auxilisry Paper Holdings."

When the term "Tewporsry {Awxiliery Paper Holdings)" is used,
it indicates that the record copy iz beld elsevhere, or that the
content of the records series is not of sufficlent value to be
clagaified zs 8 pornanent record.

b. The Agency-approved Sublect-Bumeric file systen wos found
in only two componente. However, each file had been &iscontinued,
having been guperseded by a ehrono type file.
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e. Nany records were being retaived beyond thelir mafnlma
hecause personnel were not avare that legal euthority existed for
destruction or that an office of record had been estsblished elsevhere.

d. There was an wmecessary awcunt of reference waterial
cauged by the failure of Staff personmel to screen the collections
st regular intervals to withdrvaw or degiroy material which had been
raviged, superseded, or no longer needed.

e, Steff personnel were uneware of the services avellable In
the| |and st the Agency Reecords Center. 25%1

. A comparison of the total records holfings complled during
this survey, 779 cubic feet, with the 1,564 cubic feet showm in the
Staff's annunl report of 10 August 1959, Indicates a veduction of 785
cubice feet.

This is significant and reflects the progreas| | 25%1
heg made on the Records Dieposition Progrem. To sccouwplish this
reduction, she eaployed the following techonliques:

{1} Revised Tiles to elimimate superflucue filing guldes
ard file folders.

{2) substituted lighter, spece-saving kraft folders for
the heovier snd wore expensive pressbhourd foldevs.

{3} Conducted s general "house-cleaning” of reference
materisls no longer neeled.

{4} withdrew from the Tiles snd deatroyed extreneous materials;
i+.e., Guplicates, routing sheets, coples of Form 238, ete.

{5) Retired imective records to less expensive storage ot
the Records Center.

g. A4 review of the Cowvert Action Gtaff Vits) Meterisls deposits
at the Reposltory indleated that 80% were either non-current or no
longer consldered vital to the CA Staff.

h. Becosmendations.

2, That the Records Control Sehedule be applied imwediately.

(1) Application of the CA Staff Records Schedule will pre-
serve nd only the records considered of perwsneant value to the
Staf? but alsc those of lasting value and Interest %o the (landes-
tine Services.
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{2) Adnerence to this schedule will provide an efficient
and economical records dlsposition program within the Stefl whiech
will result not only in subgtantial sevings, but alsc in nore
sdvwantagecus use of office space and equipment.

{3) The orderly mesintensnce ond control of Covert Aetion
Staff records through the Records Control Schedule will ineresss
the efficiency of your Staff components. ‘

{4} The CA Staff Records Schedule should be used by aldwinis-
trators and by the Records Management Officer as an asdminlstvatlive
control in coumplylng with spproved Agency and Clandestipe Bervices
polletles and procedures.

. That the Records Condrol Schedunle be kept under constent review.

{1} fThe Zecord categoriee Jdefined ip the attached schedule
reflect the current functlons of each Btalf wnit. Az these functions
change, the Records Control Schedule should be revised to reflect
the change in responsibilities. Proper docwwentation should be
entersd on the acheduls to reflect all esctions (additions or deletions)
which will oucur subseguent to the lmpleventation of the schedule.

{2) The CA Staff Records Control Schedule should be reviewed
sprmally by the CA 8tal?f Records Management Officer.

o. That the Covert Action Staff Vital Materisls Deposit Schedule
be implevented immedistely.

{1) The VM Deposit Bchefule identifies nll materiels peaded
by the Covert Actlon Blaff to carsry oubt its emeypency wertlme
oparstions as defined in| The media used in trensferring 2541
these records to the Agency Repository, the Tregquency of deposit,
and the period of time these records should remsin in the VM2 are
clearly defined,

{2} Based on the assumption thet during nuclesr war all records
at Headquarters will be destroyed, it is ifmperative that materials
considered vital e transferred without delay to the Repository,

4, That the CA Vital Materials Deposit Schedule be kept currant.

Changes in the wer-time mission of any subordinate components,
or changes in the world situstion, will reguire the jmmediste
amanding of the sttached V¥ Sohedule. In eddition, this schedule
should dbe revieved anmpually, and if necessory, be revised snd re-
submitted by the CA Btaflf RY¥p for approvel.,
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€. That greater use be made of the X Building Library.

Agency branch libraries were established to render conmvenient
reference services commensurate with the particulsr nceds of the
oceupants of the bulldings in whish libraries sre loeated, Use of
the facilities svailsble in the ¥ Buildinmg ltbrary will reduce the
volume of reference mstevials needed by your Staff.

T« That the Agency Subject-Humeric File syeten be installedl 1in
all eomponents of your Staffl.

A review of the various file systems indicated thet many of
your offices do not maintain subject files snf are relying oom-
pletely on chromologleul {(eonvenlence) files. After a year or
60, & ehrono T1ile loses its effectivensss. Also, in iteslf, a
chronological file 18 an incouplete vecord as it contains only
copies of correspondence generated within the particular office
ares. As it fails to provide for the sttechment and/or ready
relerence to previous incoming and cutgoing eorrespondence, 1%
fails as a tool in the preparation of complete and securate
replies. However, the Apency-approved Tiling eyeten will provide
miforaity, easy filing, guick refavente, and prompt retrieveability
of waterisl previcusly filed, waking 1% particularly asdasptable to
conditions resulting from peracunel rotatione between Hesflquarters
and the Meld.
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